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ANNEXURE- 3 


The powers and duties of the Officers and employees of the Chief Minister’s Secretariat. 


Dalayat 

To Keep the office neat and tidy. To deliver the files/tappals to other 

sections/ departments as per the instructions contained in the Secretariat 

manual. To carryout instructions of superiors. 

Junior Assistant 

Incharge of the work of diarising and organizing, movements, distribution 

of receipts/files in the section. 

Typist/computer 

operators 

In charge of the typing work in the Section. 

Case Workers (Senior 

Assistant/ Assistant) 

To attend to the job of case working as per the duties cast on them in the 

Secretariat Manual 

P.A./ Stenographer 

In charge of receipt of tappals/files by officials of and above the rank of 

Under Secretary. Typing and Stenography work entrusted by officers 

concerned. 

Section Officer/Special 

Officers 

In charge of the whole section, Scrutiny of files/letters submitted by the 

case worker as per the procedure prescribed and also according to 

Secretariat Manual. 

Under Secretary/ Deputy 

Secretary 

In charge of the Section/Sections assigned to him as per the work 

allocation. Scrutiny of files/letters submitted by Section Officers coming 

under him and issuing letters, orders, note etc., on behalf of the Chief 

Minister. 

Officer on Special duty 

Act as per the work allocation and on the advice of the Chief Minister. 

Joint Secretary 

Second Senior most officers in the section run by the Chief Minister’s 

Secretariat, who will report to the Secretary to Chief Minister/Principal 

Secretary to Chief Minister in important matters. 

Secretary /Principal 

Secretary 

Act as per the work allocation and on the advice of the Chief Minister and 

the policies of the Government. 


M.Laxminarayan 

Secretary to Chief Minister 


ANNEXURE-4 


The Procedure followed in the decision making process. 


Case Worker: 

Opening of a new file on receipt of a proposal 

Or 

Processing the receipt in the existing file. 

Section Officer/ Special Officer 

Will scrutinize the proposal with all relevant facts and mark the 

file/letters to Deputy Secretary with a course of action 

Deputy Secretary: 

Will suggest the suitability or otherwise of the course of action 

suggested, and define the same in the light of the existing 

provisions of Rules or Acts, or perform necessary directions of the 

higher authority. 
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Joint Secretary: 

Will review the important cases with an overall view and submit 
the file to the Secretary/Principal Secretary for approval or the 
ultimate course to be adopted to the proposal that is under 
consideration, or take appropriate decision after submission to 
Secretary/Principal Secretary to Chief Minister. 

Secretary / Principal Secretary: 

Will decide on the course of action to be taken on a proposal 
under the delegated powers and, if necessary, will submit the file 

for final orders of the Chief Minister. 


M.Laxminarayan 

Secretary to Chief Minister 


ANNEXURE- 5 


The norms set by the C.M’s Secretariat for the discharge of its functions: 

a) Dalayat Carrying out the functions entrusted to him on the same day. 

b) Junior Assistant Carrying out the functions entrusted to him on the same day. 

c) Case Worker: Immediate submission of the files/tappals to higher authorities. 

d) Section Officer/ 

Special officer 


e) OSD's 

f) Deputy Secretary 

f) Joint Secretary/ 

g) Secretary/ 

Prl. Secretary 






To attend the work on priority. 


M.Laxminarayan 

Secretary to Chief Minister 
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